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EREVITY

Brevity when overdens defeats the primary purposes of
compmndeation: truthfulness and comprehensibility, Ultness
the mislsading newspeper headline or the pormsy-wise and enigmtis
telegram, Nonetheless, brevily 1like economy has considerable
merita, To be brief,as well as clear does not reduce whet you
have to say - 1t glves you the chancs to say more in the same
space, Your readers went substance for the time they give you,
In shori, jewels, Multun in parvo at firgt attracte and them
satisfies. 8o some devices for saying briefly bul exachtly whab
you mean mey deserve attenbtlom.

hvold long vords vhensver short words will serve us well
or better, The word end saves & letters over the word termination,
Hes has s 1ike advantage over possesses. JAnticipate means to
teke sotion In expectaticn »f something: expect therefore saves
4 letters and says vhat mos’ people think they mean when they
magniloquently write antieipate,

Write short sentences whemever you ean, If you arrangs
your thoughts to follow esc™ other logieally them your sembences,
thmgh short, will hang togsther clearly,

Though the post, the sssayist, or the novelist achieves
bip degired effect by using words having just the connotations
he wishes, the scientist uezs verds that denote presisely what
he means. So, among other things, look ocut for eny pavt of the
verb to ba., To be has six Jifferent comnotations, That should
b you on guard. Don't write “the over-all mature of the move-
ment of wohiales in the eity of Detroit was found to be a sources
of amoyemce to the police,® Put a transitive verd in place
of that word was ond you will £ind yourself using 6 words,
raffic in Detroit amnoyed the poliece,® thue gaving 18 words
with which to express some 2dditional fact or idea. I have found
that merely getting rid of wmy form of the verb to be in favor
of a transitive verb usually saves about 16% of wordage.

8ince the verb to be appecrs in the passive voice of all
verbs, e.g., "it was obserwed that," I venture to say that the
excessive Impersonality of suthors who use the paasive contlne
uously succeads merely in foreing thelr readers! attention to
dis a lingeriny desth, Suppose A,B.C. and X.Y.Z2. wrils a paper
together., Uiy the agonizzd modesty of, "It was observed by one
of us (X.Y.2.} that , . ." vhen "X,Y,2, noted that . . .” says
the same thing In one~third of ithe space? Often the senmtences
beglaninz with it end followed by the passive veorb, e.g., "It

Approved For Release 2005/04/28 : CIA-RDP79R00971A000100040003-9



Approved For Relgase 2005/04/28 : CIA-RDP79R00971A@10d040003-9

wag felt that" or "It was recognized that," omit any mention
of who did the feeling or the vecegmzing and thereby add an
Irritatingly frrespensible waguesness to stuff-shirted verbiage.

Don't make the neurotic asstmption that since you can't
write easily and well, other people must just have a kmack,.
Nor divores Sweet to maxry Hmvy, Profossional writers find
wiring hard too, but they have no alry excuses such as "after
all I'm not a writer — I'm a rescarch man":s I would suppoge
the eragers of their pencils neerly alwoya wear out long before
the leads, Indeed, most sucecess in writing a clear, truthful,
and conclse account of anything depends more on: your ability to
rawrite, condense, and tenaclously edit your oun stuff — {rom
the first through the fourth @raft — than on vhat appears in
firat writing. A first draft that takes an hour to write meay
"12%1 take 4 to 12 hours of revigion -—- rreferebly at well-spaced

ervals, ‘

Nouma and verbs alweys provide the ccre of language:
choose them carefully. FEvery. time you use nouns in the plvral,
€.8., Ys8olutions,? agk yaurseif, "Do I mean all solutions? Or
many? Or feu? Or, as a matter of fact, just exactly how nany?v
Beware of abstract and ¢ollective nouns, They fyequently mesn
different things t0 difforent reeders: they doncte no one thing
becouge they have too many commotations, They harbor vagucnees.
They encourage evasiveneas, They shelter Irresponsibility, You
cen meke effective use of one of the following adverbs before
the verbs in selentific papers: alvays, often, sometimes, or
never, Such practice will sometimes $mprove your logic and
reasoning, cven before you reach the £inal draft,

- To achiove real expellence you will reviss at least ance
and exolusively to eliminate uselessly reptitious worde and
phrases, or oven geniences. "The wain repatitions that the
heathern use® may occur near or far from the one necessary word
or phrase, Thig common fault often shows itself only if you will
- read aloud once or twice. Useless repetitions occur almogh imev—

itably unless you make e preliminary outling of the right sequemce
hilr vhich %0 present your statements even before gtarting the
firvetb draft,

Above oll,else romembor that easy wrliting usually makes
damned hard reading, T ‘ :

P.5.” The above sontains 800 words more or less, Six hours of
worke—about one hour of thinking over, putting down and

. arranging rough notes, an hour for the Pirst draft, and

4 hours at rewriting end vevision; rether eagy writing

44’
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end thewafore T feel rather hard reading, By po means
complete: only some suggestions thet work well &f put
%o work, And the verb to be used verbally ouly once -
vis., "To be brief..."

AMan Gregg, M.D,
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